BUSINESS /INDUSTRY 
TRENDS 


Administration 2000; Nancy 
Miller; February; p. 16 

Assistants Turned Managers; Erin 
A. Borick; April; p. 10 

Downsized But Not Out; Erin A. 
Borick; January; p. 12 
eCommerce; Ken Silay and Ron 
Bowman; June/July; p. 8 
Enterprising Assistants; Lana 
Castle; August/September; p. 10 
Global Marketplace Hits Home; 
Lori WenzelMiller; April; p. 31 


New Skills=Bigger Paychecks; 
Erin A. Borick; March; p. 20 


Outsourcing: Threat or Opportunity? 
Leslie Mayer; May; p. 14 

Poll: Company Perks Attract and 
Keep Employees; Erin A. Borick; 
August/September; p. 30 
Predict Your Future; Michael 
Scott; January; p. 20 

Violence At Work; Liz DeFranco; 
May; p. 18 

Workplace 2000; April; p. 35 


CAREER DEVELOPMENT 


Administration 2000; Nancy 
Miller; February; p. 16 


Assistants Turned Managers; Erin 
A. Borick; April; p. 10 


Defining the True Professional; 
Charlene Ashborn; October; p. 26 


Downsized But Not Out: Erin A. 
Borick; January; p. 12 


Enterprising Assistants; Lana 
Castle; August/September; p. 10 


Get Back in the Game with a 
Personal Coach; Marcia Atkinson 
MBA, SPHR; April; p. 14 


Get Paid What You're Worth; 

N. Elizabeth Fried Ph.D., CCP; 
May; p. 6 

Give Your Resume a Makeover; 
Rachel Lefkowitz; October; p. 7 


Life and Career Shepherds; Erin 
A. Borick; March; p. 6 


Mistakes Merely Opportunities in 
Disguise; Dr. Gene Sharratt and 
Eldene Wall CEDE; November/ 
December; p. 21 


1998 INDEX 


New Boss, New Opportunity; 
Margaret H. Caddell CPS, M.Ed.; 
April; p. 26 

New Skills=Bigger Paychecks; 
Erin A. Borick; March; p. 20 


Predict Your Future; Michael 
Scott; January; p. 20 

Record Your Life’s Work; Beth 
Gibbs CPS; April; p. 22 

Risky Business; Sue Augustine; 
August/September; p. 14 

Sixty Seconds With Sharon Leahy 
October; p. 6 

Sixty Seconds With Susan 
Skarness CPS; April; p. 13 


Team Up for Upward Mobility; 
Cynthia Smith; June/July; p. 18 


Typical Office Professional Harder 
to Define; Robin Parrish; January; 
p. 24 


CEU SUPPLEMENT 


Job Security in Troubled Times; 
Arlene Hirsch; May; p. 24 


Point and Click; October; p. 22 


The Loyalty Factor; Robert Tucker; 
February; p. 22 


CHOOSING 
EQUIPMENT/SUPPLIES 


New Office Tools; Erin A. Borick; 
February; p. 10 

The Pen Seduction; David Lyman; 
May; p. 11 


Workplace 2000; April; p. 35 


COMMUNICATION SKILLS 


A Speech to Remember; Karen F. 
Palmer CPS; November 
December; p. 12 


Meeting Offenders; Charlie 
Hawkins MBA; November, 
December; p. 18 


Most Wanted: Writing Skills; Dr. 
Marlene Caroselli; October; p. 20 


Road Warriors; Barbara Hemphill; 
November/December; p. 7 


Step Up to the Microphone; Linda 
Nash; March; p. 10 


Style Guides Ensure Document 
Consistency; Lana R. Castle; 
March; p. 15 


The Other International Language; 
Elizabeth A. Sphar; November, 
December; p. 2 

Writing Clean; Gaye Groover 
Christmus; March; p. 12 


ELECTRONIC OFFICE SUITE 


Desktop Publishing: How to Look 
Good in Print; Marcy E. Cathey; 
March; p. 2 

Need Info Now? Get It Online; 
Marcy E. Cathey; April; p. 28 

Ten Skills to Master; Marcy E. 
Cathey; August/September; p. 8 
When You're Asked to Design a 
Web Site; Sheri Bishop-Cotner 
CPS; February; p. 8 


INTERNATIONAL ASSOCIATION 
OF ADMINISTRATIVE 
PROFESSIONALS 

Campaign Manager; Angela 
Hickman Brady; October; p. 15 
Convention Preview; May; p. 16 
international Convention and 
Education Forum Wrap Up; 
August/September; p. 20 
Making a Difference; Gerri 
Kozlowski CPS; April; p. 2 
Show-In-Print; June/July; p. 20 
Typical Office Professional Harder 
to Define; Robin Parrish; January; 
p. 24 

When Reality Demands Change, 
Embrace It; Tom Watters CAE; 
February; p. 2 

Where Are We Headed? Gerri 
Kozlowski CPS; June/July; p. 2 


OFFICE ENTREPRENEUR 


Professor Pussycat; Mary Hessler 
Ph.D.; August/September; p. 2 


OFFICE ETHICS 

Harmless or Harassment? Nan 
DeMars CPS; March; p. 22 
The X Files; Nan DeMars CPS; 
June/July; p. 22 


You Can Make A Difference; Nan 
DeMars CPS; November/ 
December; p. 23 


OFFICE PROCEDURES 


Convention Crooks; Liz DeFranco; 
November/December; p. 16 


eCommerce; Ken Silay and Ron 
Bowman; June/July; p. 8 


Forgotten Files and Decaying 
Documents; Barbara Hemphill; 
January; p. 16 


Getting Organized: It's Easier 
Than You Think; Gail Glover; 
January; p. 8 

Is Your Office Ergonomic? Trenda 
Tyschuk; August/September; p. 17 


Party Animal; Marc Schechter and 
Renee Cherrin Erlich; March; p. 18 


Road Warriors; Barbara Hemphill; 
November/December; p. 7 


Violence At Work; Liz DeFranco; 
May; p. 18 


TECHNOLOGY (Also see 
Electronic Office Suite) 


Computer Knowledge: What 
Employer's Really Want; William 
Perry Ph.D.; March; p. 28 


eCommerce; Ken Silay and Ron 
Bowman; June/July; p. 8 


New Skills=Bigger Paychecks; 
Erin A. Borick; March; p. 20 


Predict Your Future; Michael 
Scott; January; p. 20 


Workplace Innovations; Jaki 
McCalvin; August/September; 
p. 18 


TEMPORARY EMPLOYMENT 


Outsourcing: Threat or Opportunity? 
Leslie Mayer; May; p. 14 


Temporary Work’s Little Secrets; 
Peter J. Nordin CPS; February; 
p. 18 


VIRTUAL OFFICE 


Flex-ible Workplaces; Tina Ortiz 
Burns; May; p. 3 


Home Offices: Prison or 
Paradise? Erin A. Borick; 
February; p. 6 


Virtual Receptionists; Erin A. 
Borick; June/July; p. 6 
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Distinctly One Syllable: Sarat 
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spuise: Dr. Gene Sharratt and 
Eldene Wall CEDE; November 


December: p. 21 


More Than the Biues; Jenna 


Wallace; May; p. 20 


Most Wanted: Writing Skills; Dr. 
Marlene Caroselli; October; p. 20 


Need Info Now? Get It Online; 
Marcy E. Cathey; April; p. 28 


Time Frame, Geography 


Other Blunders: Sarah 


WORK RELATIONSHIPS (Also 
see Office Ethics) 


R d th + Dec 
Behind the Front Desk 


Hitchins: April: p. 18 


Lessons Learned fron 
Bosses; Patricia A. Bian 
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Risky Business; Sue Augustine; 


August/September; p. 14 


Road Warriors; Barbara Hemphil 


November /December 
Show-in-Print; June 


Sixty Seconds With Sharon 


October; p. € 


Sixty Seconds With Susar 
Skarness CPS; April; p. 13 


Step Up to the Microphone; Linda 
Nash; March; p. 10 

Stop Obsessing; Dr. Reid Wilson 
June/July; p. 14 

Style Guides Ensure Document 


Consistency; Lana R. Castle; 
March; p. 15 


Team Up for Upward Mobility; 
Cynthia Smith; June/July; p. 18 
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Other International Language 
Elizabeth A. Sphar; November 
December 


he Pen Seduction; David Lyman; 


X Files; Nan DeMars CPS; 
July; p. 22 
Time Frame, Geography, and 
Other Blunders; Sarah Montoya 
CPS; June/July; p. 26 
Typical Office Professional Harder 


) Define; Robin Parrish; January; 


4 
p. 24 


Violence At Work: Liz DeFranco: 
May; p. 18 

Virtual Receptionists; Erin A 
Borick 


June/July; p. 6 
Virtualpreneur Opportunities 
Abound; Michael Scott; October; 
When Reality Demands Change, 
Embrace It; Tom Watters CAE; 
February; p. 2 

When You're Asked to Design a 
Web Site; Sheri Bishop-Cotner 
CPS; February; p. 8 

Where Are We Headed? Gerri 
Kozlowski CPS; June/July; p. 2 
Who, Me? A Virtual Assistant? Lisa 
K. Rahman CPS; January; p. 5 
Writing Clean; Gaye Groover 
Christmus; March; p. 12 
Workplace 2000; April; p. 35 
Workplace Innovations; Jaki 
McCalvin; August/September; 

p. 18 

You Can Make A Difference; Nan 
DeMars CPS; Novemt-r 
December; p. 23 








